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INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp Inc.'s Mastering Publisher
Made Easy™ course. This class is designed to give the
user of Microsoft Publisher a thorough training in using\the
software program.

Microsoft Publisher is a desktop publishing pregram that
allows you to create professional quality publications of
various types. Desktop publishing programs-ean reduce the
cost and time associated with creating professional
publications for printing. With MicrosoftyPublisher, you can
create high-quality color publicatiens like newsletters,
flyers, postcards, and many others.

This is a comprehensive class“for students interested in
learning how to create\ (publications with Microsoft
Publisher. This class ceyers basic setup and layout of a
publication and shows.you the tools necessary to edit and
add enhancements te-the publications you create.

The course begins by exploring the Publisher interface
and the various™“parts of the application. After that you will
learn how ¢to, create new, blank publications as well as use
the templates included with Publisher to create
publications. You will learn how to customize color and font
sehemies and use tables and layout guides. You will also
|earn how to create merge publications, including catalogs.
Finally, you will learn how to print publications and use the
help features in Microsoft Publisher.

©TeachUcomp, Inc. Publisher 2019 and 365 3



TA

F!

CONTENTS

LE OF
Chapters/Lessons: Page(s): Chapters/Lessons: Page(s):
CHAPTER 1- GETTING ACQUAINTED WITH PUBLISHER 5 CHAPTER 6- MASTER PAGES 64
1.1- The Publisher Environment 6-7 6.1- Using Master Pages :
1.2- The Title Bar 7 Master Pages- Actions 67%-68%
1.3- The Ribbon 8 Master Pages- Exercises \ 9
1.4- The “File” Tab and Backstage View 9
1.5- The Quick Access Toolbar 9 CHAPTER 7- CUSTOMIZING SCHEMES 70
1.6- Touch/Mouse Mode 10 7.1- Creating a Custom Color Scheme 7
1.7- The Scroll Bars 10 7.2- Creating a Custom Font Scheme 71
1.8- The Page Layout View Buttons 10 7.3- Customizing Page Backgrounds 72-73
1.9- The Zoom Slider and “Zoom” Button Group 11 Customizing Schemes- Actions % 74-76
1.10- The Status Bar 11 Customizing Schemes- Exercises 77
1.11- The Mini Toolbar 11
1.12- Keyboard Shortcuts 12 CHAPTER 8- USING TABLES % 78
Getting Acquainted with Publisher- Actions 13-17 8.1- Creating and Deleting Tablg 79
Getting Acquainted with Publisher- Exercises 18 8.2- Selecting Table Elements 80
8.3- Inserting and Deleting and Rows 80
CHAPTER 2- CREATING BASIC PUBLICATIONS 19 8.4- Merging and Splitting Ce 81
2.1- Creating New Publications 20 8.5- Modifying Text i % 81
2.2- Changing the Publication Template 20 8.6- Formatting T ’ 82
2.3- Using Business Information 20-21 Using Tables- 83-86
2.4- Saving Publications 22 Using Tables- jses 87
2.5- Closing Publications 23
2.6- Opening Publications 23 CHAP PAGE SETUP AND LAYOUTS 88
2.7- Inserting New Pages 24 9.1- Using Page Setup 89
2.8- Deleting Pages 25 ﬂ.z@g ayout Guides 89-90
2.9- Moving Pages 25 = g the Rulers 90
Creating Basic Publications- Actions 26-30 & Setup and Layouts- Actions 91-92
Creating Basic Publications- Exercises 31 @ e Setup and Layouts- Exercises 93
CHAPTER 3- BASIC SKILLS @ CHAPTER 10- MAILINGS 94
3.1- Inserting Text Boxes \ 10.1- Mail Merge 95
3.2- Inserting Shapes 3 10.2- The Step By Step Mail Merge Wizard 95-97
3.3- Adding Text to Shapes 34 10.3- Creating a Data Source 97-98
3.4- Inserting Pictures Saved Locally A 34 10.4- Selecting Recipients 98-99
3.5- Inserting Online Pictures 34-35 10.5- Inserting and Deleting Merge Fields 100
3.6- Inserting Picture Placeholders @ 35 10.6- Previewing a Merge 101
3.7- Using the Scratch Area 35 10.7- Detaching the Data Source 101
3.8- Moving, Resizing, and Rotating Objects& 36 10.8- Finishing a Mail Merge 101
3.9- Deleting Objects 36 10.9- Merging a Catalog 102-103
3.10- Using Find and Replace 37 Mailings- Actions 104-111
3.11- Using AutoCorrect 37 Mailings- Exercises 112
3.12- Inserting WordArt 38
Basic Skills- Actions , 39-43 CHAPTER 11- PRINTING 113
Basic Skills- Exercises 45 11.1- Previewing and Printing 114
% 11.2- Using the Pack and Go Feature 115
CHAPTER 4- FORM \ JECTS 45 11.3- Sharing and Exporting Publications 115
4.1- Formatting Te 46-47 Printing- Actions 116-117
4.2- Formatting 48-49 Printing- Exercises 118
4.3- Formatti 50-51
l Actions 52-57 CHAPTER 12- HELPING YOURSELF 119
ts- Exercises 58 12.1- Using Publisher Help 120
Helping Yourself- Actions 121
- USING BUILDING BLOCKS 59 Helping Yourself- Exercises 122
ting Building Blocks 60
. sing Building Blocks 61 Publisher Keyboard Shortcuts 123-124
Using Building Blocks- Actions 62
Using Building Blocks- Exercises 63

©TeachUcomp, Inc.

Publisher 2019 and 365



CHAPTER 1-
GETTING ACQUAINTED WITH PUBLISHER

1.1- THE PUBLISHER ENVIRONM
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GETTING ACQUAINTED WITH PUBLISHER

1.1- The Publisher Environment:

The picture shown below is of the initial screen view when you open a new, blank publicatidq in
Publisher. A publication is the file type created in Publisher. Within a publication, you create and modify,t

and graphic objects on the pages that constitute the publication. When you close a publication, er
will prompt you to save any unsaved changes in any open publications that you were workingl 0 re
closing.

In the following lessons within this chapter, you will examine the elements on Publisher
environment. New users should first familiarize themselves with the tools and elements \@1 the program’s
environment before attempting to create a publication. @a

When you initially start Publisher, you will be presented with a listin ilable publication
templates. We will explore using these templates in more detail in the next ch %or now, simply select
the standard ‘Blank 8.5 x 11" choice from the listing shown so you can inspe working environment of
the program.

After creating a publication, you will see the main work space
where you spend the majority of your time designing publications.
the Title Bar, which also contains the Quick Access toolbar, th
Publication Page area, and the Status Bar, which also contains

%} ublisher environment. This is
blisher environment consists of

, the Page Navigation Pane, the
Page Layout View buttons and the

Zoom Slider. Q
Let start with a “top-down” look at the elemegtsg Publisher environment. At the top of the
screen is the Title Bar. The middle of the Title Bar sh ame of the current publication. At the left end
of the Title Bar is the Quick Access toolbar. You m buttons to this toolbar for commands you use
frequently and wish to always have available. N @hat several important buttons are already set here:
“Save,” “Undo,” “Redo,” and “Touch/Mouse @ ou can also remove buttons you have added to this
I2 Algn-

toolbar.
o] Title Bar .
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Page Publication )
Navigatic Page
| Zoom slider |
| ScrollBar |

Page Layout
[ status Bar View Buttons

03

E] .

i *

1 y
ge1of1 K 1155 1880n — + % [

Pané)

©TeachUcomp, Inc. Publisher 2019 and 365 6



GETTING ACQUAINTED WITH PUBLISHER

1.1- The Publisher Environment- (cont'd.):

Below the Title Bar is the Ribbon. This tool is where you can find all of the tabs, button groups\and
commands within the program. The “File” tab, within the Ribbon, is your access to the “Backstage View” af
Publisher. In the “Backstage View” you will find the most common file management commands, ‘such\as
creating, saving, sharing and printing the publications you will create.

The current publication appears below the Ribbon in the Publication Page area. Thig#iSyWwhere you
create the content for the pages in your publication. Most of the actual work in Publisher will be.done in this
area. Scroll bars appear at the right and bottom sides of the current publication pagé.Xou will use the
vertical scroll bar to scroll the currently selected page up and down. You will use the #igrizental scroll bar to
scroll the currently selected page left and right. If your mouse has a scroll wheel, yeu'€an use it to move up
and down the page as you would with the vertical scroll bar.

To the left of the current publication page, you will see the Page Navigation pane. As you add pages
to a publication, a numbered thumbnail icon of each page will appear_ within this pane. You can scroll
through the listing of pages as they accumulate and click one to seléet It§ The selected page will then
appear in the publication page area for editing.

Below the Publication Page area is a long bar, called th€é ‘Status Bar. It shows various types of
information about your publication at its left end. At its right end iSgthe Zoom slider and the Page Layout
View buttons. You can easily zoom in to increase the ¢nagnification or zoom out to decrease the
magnification of your publication by using the “Zoom” slig€mn, o the left of the Zoom slider are the “Page
Layout View” buttons that allow you to switch betwegmansingle page view and a two-page view of your
publication.

Now that you have an overview of the namesznd locations of the major onscreen elements, you can
examine the use and purpose of the various anscreen elements within the Publisher application.

1.2- The Title Bar:

The Title Bar runs across the*efy top of the window. The name of the publication you are working
on will be displayed here. At the%ight end of the Title Bar is a button group. There are four buttons in this
group. They are, from left@ofright,” “Microsoft Publisher Help,” “Minimize,” “Maximize/Restore Down,” and
“Close.”

You can click they,“Microsoft Publisher Help” button to open a separate window where you can
search for help topics within Publisher.

Clicking thel*Minimize” button will send the application window down to the Windows Taskbar. You
can view it agaimlater by clicking on its entry within the Windows Taskbar.

Clickinozthe “Maximize” button will enlarge your application window to fill the entire display. It will
also toggletthesfunction of the same button to the “Restore Down” command. Clicking the “Restore Down”
button wilkchange the size of the window, allowing you to size and position it onscreen as you wish using
your mguse. When you click the “Restore Down” button, it will toggle back into the “Maximize” button.

Clicking the “Close” button will simply close the Publisher application. If you have unsaved changes
in any open publications, you will be prompted to save those changes before the program closes.

©TeachUcomp, Inc. Publisher 2019 and 365 7
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1.3- The Ribbon:

The main tool in Publisher is the Ribbon. This object allows you to perform all of the commands
available in the program. The Ribbon is divided into tabs. Within these tabs are different groups ‘of
commands. The commands in each group can be accessed through the use of the buttons, & or
menus available within the group.

Note that for advanced options, or for users familiar with the old “dialog box” nality in
Publisher, you can click the Dialog Box launcher button that appears in the lower-right c r of some
button groups on the currently displayed, or “active,” tab within the Ribbon. This will o%a dialog box of

options available for that button group. I@
You can also double-click the active tab within the Ribbon to both hide an he contents of the
Ribbon. This can be a handy way to gain additional workspace while composi pages of the active

publication.
Click on the main tabs shown in the Ribbon to switch the button isplayed. The default tabs
shown in the Ribbon are: “File,” “Home,” “Insert,” “Page Design,” “Mailings, § Review,” “View,” and “Help.”
You can also enable the “Developer” tab, if using macros or code. é

In addition to the primary tabs available for you to use, you 0 see special “contextual” tabs that
will appear within the Ribbon when you have a particular type of ob selected in your publication. You will
see contextual tabs appear when you have either a picture, text box, or WordArt selected within your
publication page. The groups of buttons that then appear Q contextual tabs will be directly related to the
type of object selected. You can make the contextu% isappear by clicking away from the selected
object within the publication window.

extual tabs

= M3 Bring Forward - P Find -

D Send Backward ~ 28 Replace
Wiap -
Text- < Align~ ARotate~ | [ Select~
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& x| |-
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5 Font 5
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1.4- The “File” Tab and Backstage View:

The “File” tab within the Ribbon is your access to the “Backstage View.” In this view, youScan
perform all of your file management functions. This includes functions such as saving a file, opening an
existing file, setting the options for Publisher, printing a file, or creating a new file.

The “File” tab spans all of the applications within Microsoft Office. When you click the “File™tab, you
will no longer see the contents of the file. Instead, you will see the “Backstage View” of*theMfile. The
commands shown at the left side of the view are the file management commands available forthe program.

When you click a command at the far left side of the screen, you will then see additional options for
the selected command appear to the right within the Backstage View. Make additional"Selections in the new
section, as needed. For example, to create a new publication, you would click the *New” command, and
then select the desired publication template to use from the listing shown at the«tight/side of the Backstage
View.

1.5- The Quick Access Toolbar:

The Quick Access toolbar is located above the Ribbon by\default. However, you can also place it
below the Ribbon by clicking the “Customize Quick Access Foelbar*button at the right end of the toolbar
and then selecting the “Show Below the Ribbon” commandy, You can reset it to its default location by
clicking the same “Customize Quick Access Toolbar’ybutton and then choosing the “Show Above the
Ribbon” command.

By default, you have buttons for quick accegsSpto the following commands: “Save,” “Undo,” “Redo
(Repeat)” and “Touch/Mouse Mode.” You can gasily*add buttons to this toolbar for the functions you use
most. One way to add a button to the Quick Agcess toolbar is to right-click the command button within the
Ribbon that you want to add and then choose'the “Add to Quick Access Toolbar” command from the pop-up
menu. You can remove a button from the Qui€k Access toolbar by right-clicking the button to remove within
the Quick Access toolbar and then chigesing the “Remove from Quick Access Toolbar’ command from the
pop-up menu that appears.

You can more thoroughly, customize the Quick Access toolbar by clicking the “Customize Quick
Access Toolbar” button and, thenychoosing the “More Commands...” command. This opens the “Publisher
Options” window. At the right\side of the window are two sets of command button listings. The listing in the
far-right panel is the set of,buttons currently shown in the Quick Access toolbar. The order they appear from
top to bottom is the order they will display from left to right within the Quick Access toolbar.

To the left ofthis panel is a listing of commands that you can add to the Quick Access toolbar. You
can select whieh, functions are shown in this list by selecting a command grouping to display from the
“Choose commands from:” drop-down that is located above the list.

ToraddNa*eommand to the Quick Access toolbar from this list, click the command to add from the
choicessavailable in the left list. Then click the “Add>>" button to move the selected command into the Quick
Ageessgtoelbar list to the right.

To remove a command from the Quick Access toolbar list at the right, click it to select it and then
clickethe “Remove” button to remove it from the list.

To change the order in which the buttons appear in the Quick Access toolbar, select a command in
the list, and then click either the “Up” or “Down” arrow buttons to the right of this list. When you have
finished customizing the content of the Quick Access Toolbar, click the “OK” button in the lower-right corner
of the “Publisher Options” window to save and apply your changes.

©TeachUcomp, Inc. Publisher 2019 and 365 9
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1.6- Touch/Mouse Mode:

With the increased use of touchscreen computers, tablets and smartphones, Publisher “was
designed with a new mode to allow for easier access to the buttons and other commands within the Ribbon
and Quick Access toolbar. This mode is called touch mode. When you enter touch mode withif<the
Publisher interface, the Ribbon and Quick Access toolbar are enlarged and extra space is added\@round the
buttons and commands within the Ribbon and Quick Access toolbar so that you can moreg€asily access
them on your touch-based device.

You can enable or disable touch mode by clicking or tapping the “Touch/Mouse NMode” button within
the Quick Access toolbar. From the drop-down menu that appears, you can select thé»mede you prefer to
use: “Mouse” or “Touch.”

When “Touch” mode is enabled the buttons within the Ribbon and Quick<ACcess toolbar will appear
larger and with more space surrounding them onscreen, making them easierito bse on mobile devices. If
you prefer you can select the “Mouse” choice from the same drop-downsnenhu to toggle touch mode off,
restoring the default size of the buttons onscreen.

1.7- The Scroll Bars:

When viewing your publication pages, scroll bars willf\appear both vertically and horizontally along
the right and bottom sides of your publication page. Théy have arrows at each end that point in the direction
in which they will scroll the page when you click them?¥ou use the scroll bars to scroll through your page’s
content. You may click the arrows at the ends of thg geroll bars to move through the page’s content, or you
may click and drag the box inside of the scroll, bags™0 move across the page more rapidly. If you have a
mouse with a scrolling wheel, you can simply&oOllsthe scroll wheel on your mouse up or down to vertically
scroll through the page in your publication{ aSythe scroll wheel on your mouse is typically set to work with
the vertical scroll bar in Microsoft Publishet,

Also note the double-pointingstip. and down arrows at the bottom of the vertical scroll bar. You can
click these buttons to move to the “Prévious Page” or “Next Page” in your publication.

1.8- The Page Layout View.Buttons:

Depending upon the type of publication you are creating in Publisher, you may want a one-page or
two-page page layguPto be displayed onscreen. For multi-page publications, you often will use a two-page
layout. Publisher allows you to view your publication using either a one page or two page spread.

To change)the page layout spread of your publication, click the “Single Page” button near the right
end of the Status Bar to view your publication one page at a time. Click the “Two-Page Spread” button to
display tWo pages at a time on the screen. You can also select the “View” tab in the Ribbon, and then click
the buttensthat appear within “Layout” button group to switch between the views.

Iis important to note that some templates may not allow for a “Two-Page Spread” view. You will
alsp peed at least three pages in your publication to view it in “Two-Page Spread” view.

©TeachUcomp, Inc. Publisher 2019 and 365 10
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1.9- The Zoom Slider and “Zoom” Button Group:

In the lower-right corner of the application window, you will see the Zoom slider in Publisher®ou
use this to change the magnification level of the pages in your publication. This does not modify, the
publication in any way, but rather changes your perception of how close or far away the pagesNn“your
publication appear onscreen.

Click and drag the Zoom slider left, towards the minus symbol, to shrink the magnifieation level,
which appears as a percentage to the right of the zoom slider. Click and drag the slider tosthe right, or
towards the plus sign, to increase the magnification level. You can also directly click on(the, small plus and
minus signs to decrease and increase the magnification levels by 10% each time you€lieks

You can also change the magnification by clicking the “View” tab in the Ribbensand then clicking the
buttons that appear in the “Zoom” button group. In the “Zoom” button group, sgle€t the desired zoom level
by choosing an option from the “Zoom” drop-down button, or by entering a valug directly into the “Zoom”
text box. Click the “100%” button to change the magnification level to 10@% %f the normal size. Click the
“Whole Page” button to change the magnification level to fit the whole page 1 the window. Click the “Page
Width” button to fit the width of the page to the width of the window.

If you have an object selected in the publication, you caf @lick the “Selected Objects” button to
magnify the publication so that the selected objects will fill the entirenwindow.

1.10- The Status Bar:

At the bottom of the application window is aflgfg, thin, horizontal bar in which you find objects such
as the “Zoom slider” and the “Page Layout View” buttens. The bar within which these tools appear is called
the Status Bar. Here you can see various statuses monitored within Publisher, such as the magnification
level and the current page number and total count of pages.

You can choose which statuses you=Wwish to show or hide in the Status Bar. You can see what
statuses are currently shown or hiddempinthis bar by right-clicking anywhere in the Status Bar to view the
“Customize Status Bar” panel. A poptpJnenu shows a listing of the available tools and statuses that can be
displayed in the Status Bar. Any fisted objects that appear with a check to the left of their names are already
being shown in the Status Baf. Objects that do not have a check to the left of their names in this list are not
currently being displayed in‘the=Status Bar. Click on the name of any object in this list to toggle the display
from on to off, or vice versa.

1.11- The Mini Toelbdr:

Angtheg time-saving feature in Microsoft Publisher is the Mini toolbar. When you select text within
the publieation and hold your mouse pointer over it, you will see a small toolbar appear next to the
selection?

ROIl your mouse pointer over the buttons in the toolbar to view a screen tip for each one. Then,
selegt’ from the many buttons that appear in the Mini toolbar to apply quick formatting to the selection. The
buttons that appear in the Mini toolbar can also be found in the “Home” tab of the Ribbon.

©TeachUcomp, Inc. Publisher 2019 and 365 1
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1.12- Keyboard Shortcuts:

If you are new to Publisher, then you may be wondering what a “keyboard shortcut” is. A keybeard
shortcut simply allows you to press a combination of keyboard characters to execute a command fungtion
instead of clicking a button in the Ribbon or the Quick Access toolbar. While you may never really use them,
many users who type significant amounts of text find it tiresome to always have to reach for their\gtouse.
These users may favor the use of keyboard shortcuts, instead, as it allows them to perform mafiy, Gommand
functions while keeping their hands on the keyboard.

Keyboard shortcuts typically involve holding down either the “Ctrl” or “Alt” key onfyeur keyboard and
then entering another keystroke or set of keystrokes. You then release the “Ctrl” or /A’ k€y. You can see
any available “Ctrl”-key keyboard shortcuts in the small pop-up windows that appeatswhen you hold your
mouse pointer over any command in the Ribbon. Note that not every commandfias/a corresponding “Ctrl”
key keyboard shortcut. In these cases, you can use the “Alt” key to enable the key badge system in
Publisher. You can then use the key badge system to enter a sequence,of kgy strokes. This replaces the
older “Alt” key keyboard shortcuts. Let’s look at how you can use the keybadge system in Publisher.

First, press the “Alt” key on your keyboard to display a set of key'¥eadges next to the various objects
in the Ribbon and the Quick Access toolbar. You then press the kEy%oryour keyboard that corresponds to
the badge for the command function that you wish to execute.

If you happen upon a drop-down menu as you are £ntering your key badges, or your key badge
work simply opens up a dialog box, don’t worry. Any available key badges will be displayed when the menu
or dialog box opens. Also, any titles that have an undetlined’ letter in them will act like a key badge when
you press the key that matches the underlined letter. N ,you open a drop-down menu that has an active
selection choice, you can move the active selection £hoice by using the arrow keys on your keyboard and
then pressing the “Enter” key on your keyboagd 40 cenfirm your selected choice.

After enabling the key badge systems, ifyyol then decide to turn the key badges off, you can press
the “Alt” or “Escape” key on your keyboard og/click anywhere in the document with your mouse to do so.

©TeachUcomp, Inc. Publisher 2019 and 365 12
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GETTING ACQUAINTED WITH PUBLISHER

THE PUBLISHER ENVIRONMENT:

1.

B w

oo

10.
1.

12.
13.
14.
15.

16.
17.

When you first start Publisher, a list of available templates appears.

In order to simply review the objects in the Publisher environment, select the standard ‘Blank 8.5 xy11
choice.

The main work space of Publisher is the center of the screen.

The Publisher environment consists of the Title Bar, which also contains the Quick AccesS%oelbar, the
Ribbon, the Page Navigation Pane, the Publication Page area, and the Status Bar, which\also contains
the Page Layout View buttons and the Zoom Slider.

At the top of the screen is the Title Bar, which shows the name of the current publication’in its center.

At the left end of the Title Bar is the Quick Access toolbar, to which you can add buitons for commands
you use frequently and wish to always have available

The Ribbon, below the Title Bar, is where you will find the tabs, button, groups and commands for
Publisher.

To access the “Backstage View” and the most common file pfanagement commands, click the
“File” tab in the Ribbon.

The current publication appears below the Ribbon in the Publieation Page area. This is where you
create the content for the pages in your publication.

Scroll bars appear at the right and bottom sides of the curfentpublication page.

To scroll your main work area vertically and horizentally, use the scroll bars to the right and below
the main work area. You can also use your mousewheelgif you have one, to scroll vertically.

To the left of the current publication page is the Page Navigation pane.

Each page of your publication is represented by*afthumbnail in this pane.

To a page in the publication page area,for editing, scroll through the page thumbnails and click one
to select it.

Below the Publication Page area isy aglong bar, called the Status Bar. It shows various types of
information about your publication atits\left end.

To zoom the main work area, ugesthe “Zoom” slider at the right end of the Status Bar.

To switch the view of yourgwork“area between a single page or two-page view, click one of the
“Page Layout View” buttons,te,the left of the Zoom slider in the Status Bar.

THE TITLE BAR:

. The Title Bawrun$ across the very top of the window. The name of the publication you are working on

will be displayed, in the center of the Title Bar.

At the right'end of the Title Bar is a button group. There are four buttons in this group. They are, from left
to rightsMierosoft Publisher Help, “Minimize,” “Maximize/Restore Down,” and “Close.”

Tosopen the Publisher help window, click the “Microsoft Publisher Help” button.

10 send the application window to the Windows Taskbar, click the “Minimize” button. You can
regpen Publisher by clicking its icon in the Windows Taskbar.

Fo enlarge the application window to fill the entire display, click the “Maximize” button. It will also
toggle the function of the same button to the “Restore Down” command.

To change the size and position of the application window, click the “Restore Down” button. When
you click the “Restore Down” button, it will toggle back into the “Maximize” button.

To close the application window, click the “Close” button. If you have unsaved changes in any open
publications, you will be prompted to save those changes before the program closes.
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ACTIONS-
GETTING ACQUAINTED WITH PUBLISHER

THE RIBBON:

1. To open a “dialog box” window, for the button groups that have that option, click the “Dialog Box”
launcher button, in the bottom, right corner of a button group.

2. To hide or show the contents of the Ribbon, double-click the active tab.

3. To switch the button groups displayed, click on one of the tabs shown in the Ribbon. dhexdefault
tabs shown in the Ribbon are: “File,” “Home,” “Insert,” “Page Design,” “Mailings,” “Review; “and “View.”
You can also enable the “Developer” tab, if using macros or code.

4. In addition to the primary tabs available for you to use, you will also see special “coptextual” tabs that
will appear within the Ribbon when you have a particular type of object selected ig"yourpublication. You
will see contextual tabs appear, for example, when you have either a picture, tabléwtéxt box, or WordArt
selected within your publication page. The groups of buttons that then appearon_the contextual tabs will
be directly related to the type of object selected.

5. To make contextual tabs disappear, click away from the selected object in the publication window.

6. Within the selected, or “active,” tab are different groups of commands. Whe commands in each group

can be accessed either through the use of buttons, boxes, or menus that are available within the group.

THE “FILE” TAB AND BACKSTAGE VIEW:

. To access the file management functions of Publisher, Click the “File” tab in the Ribbon to open the

“Backstage View.”

The commands shown at the left side of the vigWyaresthe file management commands available for the
program.

When you click a command in this section, 0f commands at the far left side of the backstage view, you
will then see additional options for the sgfected command appear to the right within the Backstage View.
You can then make additional selectiotas@in/the new section, as needed.

THE QUICK ACCESS TOOLBAR:

1.

The Quick Access toolbar'is located above the Ribbon by default.

2. To switch the position of the Quick Access Toolbar, click the “Customize Quick Access Toolbar’

button at the right end’of the toolbar and select the “Show Below the Ribbon” command.

To reset it to itsydefault location, click the “Customize Quick Access Toolbar” button and choose the
“Show Abovethé Ribbon” command.

The default buttons in this toolbar are: “Save,” “Undo,” “Redo (Repeat)” and “Touch/Mouse Mode.” To
add a hutton to this toolbar, right-click the command button within the Ribbon that you want to add
and ehoose the “Add to Quick Access Toolbar” command from the pop-up menu that appears.
To’remove a button from the Quick Access toolbar, right-click the button to remove in the Quick
Access toolbar and then choose the “Remove from Quick Access Toolbar’ command from the pop-up
menu that appears.

To more thoroughly customize the Quick Access toolbar, click the “Customize Quick Access
Toolbar” button and choose the “More Commands...” command.

The “Publisher “Options” window will appear with the “Quick Access Toolbar” section selected. At the
right side of the “Publisher Options” window are two sets of command button listings. The listing in the
far-right panel is the set of buttons currently shown in the Quick Access toolbar.

(cont'd.)
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ACTIONS-
GETTING ACQUAINTED WITH PUBLISHER

THE QUICK ACCESS TOOLBAR- (CONT'D.):

9.

10.
1.

12

13.

14.

15.

The order they appear from top to bottom, in the right-hand list, is the order they display from left to%ight
in the Quick Access toolbar.

The left-hand list contains a listing of commands that you can add to the Quick Access toolbar.

To select which functions are shown in the left-hand list, click the “Choose commands ffom; *drop-
down that is located above the list and choose a command group listing.

To add a command to the Quick Access toolbar from the left-hand list, click the command to add
from the choices available and click the “Add>>" button to move the selected comndand into the Quick
Access toolbar list to the right.

To remove a command from the Quick Access toolbar list at the right, glickion it to select it and
then click the “Remove” button to remove it.

To change the order in which the buttons appear in the Quick Access, toolbar, select a command
in the right list and then click either the “Up” or “Down” arrow buttons to¢he ¥ight of this list.

To save and apply your changes to the Quick Access Toolbar, ‘¢lickithe “OK” button in the lower-
right corner of the “Publisher Options” window.

TOUCH/MOUSE MODE:

1
2.
3

4,

. To switch to touch mode, click or tap the “Touch/Motse,Mode” button within the Quick Access toolbar.

From the drop-down menu that then appears, selechtiie mode you prefer to use: “Mouse” or “Touch.”

. When “Touch” mode is enabled the buttons withih, the Ribbon and Quick Access toolbar will appear

larger and with more space surrounding them ogSereen.
To switch back to mouse mode, click “Touch/Mouse Mode” button and choose the “Mouse” choice.

THE SCROLL BARS:

1.

To scroll through the mainiwork area vertically, click the single up or down arrows on the scroll bar
to the right of the work areé."Alternatively, you can click and hold onto the small box in the scroll bar and
move it up and down. Y@u ean also use the scroll wheel on your mouse, if it has one, to scroll vertically.
To scroll horizontally through the main work area, if necessary, click the single left or right arrows
on the scroll bar below the work area. Alternatively, click and hold the small box within the toolbar and
drag it left orrights

To scroll from pdge to page, click the “Previous Page” or “Next Page” buttons at the bottom of the
vertical scroll Bar. They appear as double-pointed arrow buttons pointing either up or down.
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ACTIONS-
GETTING ACQUAINTED WITH PUBLISHER

THE PAGE LAYOUT VIEW BUTTONS:

. To switch from a one-page to a two-page view, click either the “Single Page” or “Two-Page Spfead”

button to the left of the “Zoom” slider.
Alternatively, select the “View” tab in the Ribbon and then click the buttons that appear within “Layout”
button group to switch between these views.

THE ZOOM SLIDER AND “ZOOM” BUTTON GROUP:

1.

To change the magnification of the main work area, click and drag the “Zoom*&lider left towards the
minus symbol to shrink the magnification or click and drag the “Zoom” slid€rjright to increase the
magnification level.

Alternately, directly click on the small plus and minus signs to decreas¢ ahd increase the magnification
levels by 10% each time you click.

You can also change the magnification by clicking the “View” tab iR the Ribbon and then clicking the
buttons that appear in the “Zoom” button group. In the “Zoom™huttén group, select the desired zoom
level by choosing an option from the “Zoom” drop-down buttomer by entering a value into the “Zoom”
text box.

To change the magnification level to 100% of the nergal size, click the “100%” button in the “Zoom”
button group on the “View” tab.

To change the magnification level to fit the Whole page in the window, click the “Whole Page”
button in the “Zoom” button group on the “View"ftaby

To fit the width of the page to the width of the*"window, click the “Page Width” button in the “Zoom”
button group on the “View” tab.

To magnify the publication so that the/selected objects will fill the entire window, if you have an
object selected in the publication, click’the “Selected Objects” button in the “Zoom” button group on
the “View” tab.

THE STATUS BAR:

1.

At the bottom of the applieation window is a long, thin, horizontal bar called the Status Bar. Here you
can see various statdses that are capable of being monitored in Publisher, such as the magnification
level and the cufrent page number and total count of pages in the publication.

To choose which’statuses you wish to show or hide in the Status Bar, right-click anywhere in the
Status Banio View the “Customize Status Bar” panel.

A popup menu shows a listing of the available tools and statuses that you can be displayed in the Status
Bar.

Any/lisied objects that appear with a check to the left of their names are already being shown in the
Status Bar.

Objects that do not have a check to the left of their names in this list are not currently being displayed in
the Status Bar.

Click on the name of any object in this list to toggle the display from on to off, or vice versa.
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ACTIONS-
GETTING ACQUAINTED WITH PUBLISHER

THE MINI TOOLBAR:

1. To view the Mini toolbar, select some text and hover over your selection. The Mini toolbar will appear.

2. Roll your mouse pointer over the faded-out toolbar to make it appear solid.
3. Select from the many buttons that appear to apply quick formatting to your selection.

*

N
o

KEYBOARD SHORTCUTS:

1. A keyboard shortcut allows you to press a combination of keys to execute ae@and, much like

clicking a button on the Ribbon or Quick Access Toolbar.
Keyboard shortcuts usually involve the “Ctrl” or “Alt” key.

w N

Not every command has a corresponding “Ctrl” key shortcut combinaﬁg

you hold your mouse pointer over any command in the Ribbon. Q
n
To use the key badge system in Publisher, press the “Alt” key % keyboard.

oo

key on your keyboard that can be pressed to execute the com

0 execute it.

0 N

acts just like a normal key badge.

You can see any available “Ctrl”-key keyboard shortcuts in the small pop- indows that appear when

A set of key badges will be displayed next to commands on@ ibbon. These badges represent the
an

Press the key on your keyboard that corresponds to the coffig
If your action opens a dialog box, and the command y bant has a letter underlined in its name, press

key that matches the underlined letter. This will he command or select the drop-down box. It

9. If you open a drop-down menu that has an ac ection choice, you can move the active selection
choice by using the arrow keys on your keybo d then pressing the “Enter” key on your keyboard to

confirm your selected choice

your keyboard or click anywhere in ent with your mouse.

10. To turn the key badges off after en ’& e key badge system, press the “Alt” or “Escape” key on
mek m

<

©TeachUcomp, Inc. Publisher 2019 and 365

17



EXERCISES:
GETTING ACQUAINTED WITH PUBLISHER

Purpose:

1. To begin exploring the Publisher environment. \
Exercises: Q: ;
1. Open your Publisher application.

publication templates. Click the standard ‘Blank 8.5 x 11" choice from the listi n so that you
can inspect the working environment of the program.

Find the Zoom Slider. %

Find the Quick Access toolbar. O

Find the Ribbon.

When you initially start the Publisher application, you will be presented with a Iisti% of available

No Ok~

Locate the Status Bar at the bottom of the screen. &
Click the “x” in the upper-right corner of the Publisher window 6 he program.

©TeachUcomp, Inc. Publisher 2019 and 365 18



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18



